Advanced Computer Applications
Mulvane High School

Course Description


This course is designed to include in-depth studies on the use of Office XP, word processing concepts, spreadsheets, databases, and presentation software. It will serve in part to meet the Qualified Admissions Pre-college Curriculum for Computer Technology Proficiencies as required by the Kansas Board of Regents. This is a one-semester course that will cover elements of enhancing documents, and advanced skills, using writing and formatting tools with advanced techniques of working with tables, mail merge, graphics, forms, worksheets, calculating data, charts, databases, presentation software, and integrating software applications.
Enrollment for this course would be open to students in grades 10-12 with priority given to 11-12 grade students. Prerequisites for this course are a passing grade in Word Processing and Computer Applications I or Algebra II. Other courses highly recommended would be Computer Concepts I, and Computer Concepts II. 

Course Length-70.63 hours (one 55 minute class per day four days a week and one 40 minute period per day for one day a week in an eighteen week semester)

Course Outcomes

1. The student will learn the basics of Windows XP including desktop setup.

2. The student will learn extended internet skills including downloading graphics.

3. The student will learn how to create, print, and send documents using various resources.

4. The student will learn advanced formatting techniques and ways to enhance documents.

5. The students will do extended work with tables.

6. The student will do extended work with mail merge, including envelopes and labels.

7. The student will do extended work with graphics and graphic tools.

8. The student will work with advanced features of programs.

9. The student will learn advance techniques on the spreadsheet.

10. The student will create, print, multiple worksheets on spreadsheets.

11. The student will create advance functions and three-dimensional formulas for spreadsheets.

12. The student will interpret named ranges.

13. The student will construct charts for use with/as imports for other programs.

14. The student will understand advanced techniques in database management.

15. The student will integrate applications of word processing, database, presentation and spreadsheet software.

16. The student will utilize many of the latest computer technologies.

Course Content

I. USING MICROSOFT WINDOWS XP

A. Starting Windows

B. Setting up the desktop

C. Saving documents in various formats for future use

II. WORD PROCESSING

A. Creating, Printing, and Editing Word Documents

B. Formatting Characters and Using Help

C. Formatting Paragraphs

D. Formatting Documents

E. Assessment Performance

III. ENHANCING AND CUSTOMIZING DOCUMENTS

A. Maintaining Documents

B. Customizing Documents

C. Creating and Formatting Tables

D. Enhancing documents with Special Features

E. Assessment Performance

IV. PREPARING A/FORMATTING A WORKSHEET

A. Preparing an Excel Worksheet

B. Formatting an Excel Worksheet

C. Inserting Formulas in a Worksheet

D. Enhancing a Worksheet

E. Assessment Performance

V. MAINTAINING AND ENHANCING WORKBOOKS

A. Moving Data within and between Workbooks

B. Maintaining Workbooks

C. Creating a Chart in Excel

D. Enhancing the Display of Workbooks

E. Assessment Performance

VI. CREATING TABLES, QUERIES, AND FILTERS IN ACCESS

A. Creating a Database Table

B. Creating Relationships between Database Tables

C. Creating a Table Using a Wizard and Using Help

D. Performing Queries and Filtering Records

E. Assessment Performance

VII. CREATING FORMS AND REPORTS

A. Creating Forms

B. Creating Reports, Mailing Labels, and Charts

C. Importing and Exporting Data

D. Creating Web Pages and Using Database Wizards

E. Performance Assessment

VIII. CREATING AND FORMATTING POWERPOINT PRESENTATIONS

A. Preparing a PowerPoint Presentation

B. Modifying a Presentation and Using Help

C. Formatting Slides

D. Adding Visual Appeal and Animation to Presentations

E. Assessment Performance

IX. CUSTOMIZING AND ENHANCING POWERPOINT PRESENTATIONS

A. Adding Visual Elements to a Presentation

B. Sharing and Connecting Data

C. Linking and Embedding Objects and Files

D. Sharing Presentations

E. Assessment Performance

Equipment
Computers

15 inch monitors; Celeron processors with 1.6 Gigabyte processors, 40 Gigabyte hard drives, 256 megabyte memory, 3.5 disk drives, 40X CD ROM, 8 megabyte AGP video, 10/100 300 M network card

Printers

HP Deskjet 870CXI Professional Series with 16 megabyte of onboard memory 
HP Laser Printer 4100N

Projector

Proxima LightBook LB30+

Software

Windows XP, Office XP, and Netscape 7.1

Textbooks and Materials
4

